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Cursory Exploration of
R
P
M
of Business Records
Thelma Barkley

Programming characteristics for each enter
prise differ in the refinements of details and
costs because of many elements; some of
which are, the special laws and regulations
applying to the enterprise, geographical loca
tion, facilities and equipment available and
management prerogatives. In all cases, logical
disciplined thinking is necessary to minimize
habit, egocentrism, procrastination and depart
mental prejudices.
Inventory and analysis at the beginning and
throughout the operation of the system is re
quired for satisfactory and successful accom
plishments. This activity is usually conducted
by an analyst, several analysts, or a committee
appointed by management from one or all of
the following divisions:
Controller
Treasurer
Accounting
Systems and Planning
Office Manager
Methods and Audit
Engineering
Research
Legal
Records Department Manager
Secretary (Corporate)
Any other division decided upon by man
agement.
Management in many enterprises utilizes the
services of professional analysts especially
when the problem is extensive. This, of
course, offers the advantage of experienced
services in this field, immediate information
on up-to-date and new techniques in this area,
and usually expedites the installation of the
program or improvement in the existing sys
tem.
It is always desirable for all department
heads to assist in the activity, especially in the
preparation of the list of each form and record

BUSINESS RECORDS could be defined in
many ways, but, it is generally agreed that
they are an indispensable constituent part of
each and every enterprise whether large or
small. They are also very important instru
ments to the accountant, especially in the areas
of communications, criteria, costs, measure
ments, forecasting, rapid retrieval for refer
ences, audits, economic history and budgets.
Although it might appear a little paradoxical,
business records are created to serve many
purposes, yet, their further usefulness becomes
either obsolete, temporary or permanent. At
this point a problem is obvious; however it
becomes more complex due to the changing
business economy, business culture, mechani
zation and automation, which introduces such
factors as:
The astronomical growth and accumulation
of records.
The scarcity of low rent space.
The increase in salaries.
The challenge for records security in this
nuclear power age.
The higher costs of equipment and main
tenance.
The increase in information reports required.
Hopefully, as a means of ameliorating this
problem, a cursory exploration of the RPM
of business records follows.
—R—
RETENTION of business records, as the
first factor in this exploration, will have refer
ence to a controlled system for inauguration
and operation of time schedules for retaining
business records and destroying those which
have served their usefulness.
The prerequisites for such a system include
the support and participation by management,
a well qualified record department manager,
and intelligent clerks, as well as provisions for
adequate space, equipment and supplies.
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form usually shows up unnecessary forms, dup
lications and extravagant activity where no
controlled system is in operation. This analy
sis stresses blank forms combination, coordi
nation, standardization, simplification and es
tablishment of retention periods at inception,
thereby, reducing the costs from origin to final
disposition. Whether or not an enterprise has
a forms control program, retention factors will
require consideration. This analysis will also
more or less verify the efficiency of the forms
in use.
The retention schedule manual is then de
veloped. The records are placed in categories
which may vary. However, those similar to
the following are usually accepted:
Vital and permanent.
Active and temporarily important.
Inactive and obsolete.
Useful and to be retained according to
company requirements.
Ordinarily the manual will incorporate the
following features:
Organizational Chart
Inventory of Records
Classification of Records
Records Retention Periods
Jurisdiction Accountability and Control
Location and Type of Filing and Storage
Facilities
Records Destruction Procedures
Records Itinerary
Indexing Method
The Location Codes
Filing System
Equipment and Supplies used
Microfilming and other Duplicating Methods
The manual is invaluable and serves as a
guide to the executives, auditors, legal depart
ment and the department heads of the enter
prise. Generally a loose-leaf form is preferable
so that deletions, revisions and additions may
be made without reprinting the complete man
ual. Some enterprises use punched cards for
the preparation of the manual and have found
this application meets with approval. Not only
can the changes be made rapidly and the new
manual pages run on the tabulating machines,
but, also the punched cards may be sorted
and any section of the manual run for a par
ticular purpose. As punched card systems are
transferred to tape for further data processing,
the manual data may likewise be transferred to
these tapes and reproduced. The format and
the methods for reproducing the manual are
personalized matters to be determined by
management.
The destruction procedures for the records
should be fully outlined in the records reten
tion schedule manual. The records may be
destroyed in different ways; however, it seems
that the most common methods in use at this

employed by their particular department; as
well as designating its use, routing, frequency
of references and disposition. This participa
tion tends to generate more enthusiasm for the
objectives of the program.
Taking the physical inventory will require
an appreciable amount of time and work since
the inventory must cover all records in the
office files, the active files, the intermediate
files and in storage. This inventory furnishes
the foundation for the system so the import
ance of its being thorough and accurate can
not be over emphasized. From then on the
inventory function may assume a position of
review, improvement and control.
The analysis process is performed as soon as
the physical inventory has been compiled.
Analysis is defined as the separation of any
thing into constituent parts or elements and an
examination of anything to distinguish its com
ponent parts, separately, or in their relation
to the whole.
The first function in the analysis might well
be that of the legal aspects applying to records
in order to determine retention periods in con
formity with legal requirements. This will
embrace the following laws and regulations:
The Code of Federal Regulations
Social Security Tax
Fair Labor Standards Act
State Income Tax
State Unemployment Tax
Other State Codes and Laws
Walsh-Healey Act
Statutes of Limitations
Special laws, regulations and requirements
for a specific type of enterprise.
In controversial cases the engagement of
legal counsel is recommended. To avoid pos
sible embarrassment, the general counsel for
the enterprise should be consulted on the es
tablishment of the retention periods for all the
records except the very minor ones.
Company policies and requirements are fac
tors that the analysis weighs. Management of
an enterprise may direct that certain retention
periods apply to particular records even though
by generally accepted measurements they
would be scheduled for destruction or for a
different retention period. Also, the nature of
an enterprise may be such that, in order to
meet definite requirements, retention periods
for specific records would vary from those
normally established. In this area the public
relations function should be considered, for
an enterprise, due to its nature, assumes re
sponsibility to society, to the community, to
the economy and to the employees.
Forms control and coordination involves
paper work and ultimately results in records
which become either obsolete, temporary or
permanent. Tracing the itinerary of the blank
4

and damp air must be avoided or the deterio
ration process of the records will be accel
erated.
Dust, mold and vermin, strictly speaking,
cannot be tolerated if a satisfactory preserva
tion of business records is to be accomplished.
This means, of course, the records department,
filing and storage facilities must be very clean
with the correct temperature and humidity
maintained at all times.
Clips, pins, staples, fasteners, scotch tape
and rubber bands will corrode or rot; there
fore, they should be removed before the rec
ords are placed in permanent storage.
Folded records form a crease along the
folded section resulting in an intensified ten
dency for breakage. As a precaution, where
possible, the records should be unfolded be
fore placing in permanent storage.
The catastrophe perils caused by fire, flood,
war and bombings are generally weighed. For
each enterprise the risks involved become a
personal nature situation. However, unless
cautious measures are provided there might
be records which, if destroyed, could not be
reconstructed. As a security precaution the
vital records are usually reproduced and stored
in as safe a place as possible. The utilization
of underground storage facilities has been
quite prevalent in recent years.
A prefatory reconnaissance, encompassing
vaults, safes, filing cabinets, company storage
facilities, record centers, archives, alarm sys
tems, centralized and decentralized filing, re
production methods and insurance rates would
indicate the possible directions of attack for a
satisfactory conclusion regarding equipment
and facilities.
As an integral part of a controlled records
system, a practical automation method known
as microfilming has been and is being utilized
by many enterprises.
—M—
MICROFILMING, the third and final factor
for this exploration, might be briefly defined
as a method for the retention, preservation
and retrieval of business records through the
use of microfilm equipment to photograph
images of the documents on minute film and
to reproduce hard copies of documents when
ever desired or required.
Although microfilming has been used in a
more or less passive capacity for many years,
recent research and engineering has resulted
in developments that make microfilming an
active, rapid and economical business tool
with limitless applications. Consequently, utili
zation of this business tool could prove prof
itable and beneficial as shown by the following
data.
Space conservation is realized because:
A 100-foot roll of microfilm requires 16

time are those of burning or shredding. A cer
tificate of destruction is always desirable and
in many cases very essential. This certificate
gives the authorization for destruction, shows
the date the records were destroyed and other
pertinent information.
The continued operation of the system ne
cessitates assignment of authority to carry out
the operating techniques and to make the
follow-up so that all procedures are complied
with.
Enterprises installing a controlled system
have generally experienced healthy savings
because they have found, almost without ex
ception, that the following long established
facts emerged:
At least 35% of records had served their
useful purpose and were ready for destruc
tion.
Approximately not more than 10% of rec
ords are vital. File department personnel
freed for other departments or placed in a
position to handle more activities.
An impressive stabilization of filing cabinet
space becomes feasible. This is indicated by
the elimination of the contents of the file
cabinets which had served their useful pur
poses. Also, as a result, another cost reduc
tion is realized because the number of addi
tional filing cabinets formerly purchased
annually will decrease.
At this point the permanent retention or
preservation of vital and important business
records occurs as the second factor in this area
for exploration.
-PPRESERVATION of business records means
to actuate the conservation of valuable and
vital records. The preservation characteristics
involved are deterioration, catastrophe, equip
ment and facilities.
Paper requirements would be the first dete
rioration aspect for evaluation, whether or not
the record is to be retained in its original or
in a reproduced form. Analysis of the perma
nence, durability, color, writing and reproduc
ing qualities of the paper is required. The
composition of paper is a special area and un
less someone in the enterprise is familiar with
this area, it usually proves well worthwhile to
consult a responsible paper dealer or printer.
Light, temperature, humidity and air are
key points that enter into the deterioration
problem. The records department should be
air conditioned and preferably in a space with
outside windows according to the recommen
dation from authoritative sources. For the pro
tection of the eyes of the employees in the
records department it has been found desirable
to install lights on desks. The favorable tem
perature is from 70 to 80 degrees with a
humidity of 50-65%. Drafts and excessive dry
5

files. This leaves the choice to management.
If desired, the present indexing system of
the enterprise may be transferred to the
microfilm cartons as a roll or part of a roll
is photographed. Records of various sizes
and shapes may be microfilmed and equip
ment is available so that both sides of a docu
ment may be photographed simultaneously.
The standard and uniform sizes of micro
film cartons, the aperture card and the
jacket card favor good business keeping.
Due to the light weight of the films, eco
nomical transportation to security storage,
or from a branch office to the home office,
is realized.
The photographing and scanning process of
an original record when created or received
offers protection against alteration of rec
ords.
Retention and communication of an enter
prise’s business cycles becomes feasible due
to the limited space necessary for microfilm
files. This is favorable for internal commu
nications by cither a reproduced hard copy,
projectors, or direct reading with a reader
or viewer. This type of communication
proves valuable for directors’ meetings, con
ferences, training employees for manage
ment and key positions, and the preserva
tion of historical records for posterity.
The retrieval of microfilmed business rec
ords presents no real problem if an efficient
indexing system is inaugurated. A new com
pact machine has been developed which
will automatically search the microfilm
reels at the rate of 6400 pages a minute
(besides making hard copies if desired) or
projects on the viewing screen. It can also
handle up to six requests simultaneously.
Extensive remodeling or special construction
of an office is not required for microfilm
equipment. The simple precautions are to
avoid extremes of temperature and humid
ity. And although a regular microfilming
cabinet is perhaps more convenient, any
clean storage cabinet will be adequate for
filing the films.
The equipment requirements will vary
somewhat according to personal preferences.
applications, size of the documents to be
microfilmed, frequency of references, justi
fiable cost, and the type and size of the
enterprise. A wide variety of equipment is
available to satisfactorily meet the different
requirements.
The operation of the microfilm equipment
can be efficiently handled by any clerical
or office personnel with a few instructions.
Even the film may be developed by the
enterprise since the processor is automatic
and requires no dark room or a technical
(Continued to page 8)

cubic inches and will photograph 24,000
check size images, or approximately 10,000
standard 8½ x 11 inch sheets.
One microfilm cabinet holds 900 rolls (100foot) of 16mm film which equals approxi
mately 2,700,000 letter size records.
It is estimated that through microfilming of
business records the savings in storage space
of from 95% to 99% is possible.
From the legal standpoint, the Courts, Fed
eral and State Governments are constantly be
coming more receptive to accepting micro
filmed records in place of the original records.
In most cases, microfilmed records are ac
cepted as primary evidence and generally as
secondary evidence. Also, should an original
document become lost, stolen or destroyed,
and the document had been microfilmed it
could serve as good insurance against possible
litigation. The simple precautions to be estab
lished at the inauguration of a microfilming
program from the legal aspects are:
It is the regular course of the business to
microfilm the records at the time of such
act, transaction, occurrence, event, or with
in a reasonable time thereafter.
The motive for not producing the original
record in court, should this occasion arise,
is unequivocally free from suspicion of
fraud.
The laws and statutes involved are followed
in detail. Familiarization or a reasonable
check of this phase can easily be effected
when considering the legal aspects for the
retention periods for records.
Maintain data on all destroyed records.
The economical and convenient features of
a microfilming program installation are, of
course, attractive as signified by the following
information:
The longevity of microfilm is in excess of
500 years according to tests of the National
Bureau of Standards. It seems that this is
as long as the best rag content paper will
probably last. Then the microfilmed copy
can be remicrofilmed.
The language on the microfilmed record is
the same as that on the original record;
therefore, no technical ability is required
for translation or decoding activity. The film
is quickly and easily placed in the viewer
or reader and read, or as many hard copies
as desired may be reproduced in seconds at
a very low cost.
Microfilming of confidential records releases
the original records for security storage with
out reference inconvenience. The portable
viewers or readers make it simple and con
venient to read the films in privacy.
The microfilming of business records may
begin with those in the current or active
files, the intermediate files or the storage
6

money is not too tight, but consider such
mortgages fairly speculative.
The number of people congregated on the
premises causes companies selling liability
insurance to look askance at bowling lanes.
The lacquer which is used on wooden alleys
and in coating pins; the public which smokes
and is usually careless with cigarettes and
matches; the unbroken sweep of space inside
the buildings—all cause fire insurance com
panies to increase premiums. Hospitalization
plans for employees are not carried by some
of our major underwriters, because of a fairly
rapid turn-over of employees, increasing costs.
Fidelity bond insurance for bowling lanes is
rated somewhere between that of a traveling
carnival and of the confidence man—it can be
secured, but no one is anxious to write it.
Changes in attitude are slowly being re
flected in rates. Since the disappearance of
the pinboy, and the appearance of automatic
pinsetters, the Workman’s Compensation In
surance rate has had a decided downtrend.
Installation of sprinkler systems so effectively
reduces the fire insurance rates that they
rapidly pay for themselves. In addition, a
good record of retaining employees gains
special consideration in the matter of group
insurance plans.
Social and technological changes have cre
ated the modern bowling center, given more
leisure time to housewives, and shaped the
“poor man’s country club” into its present
form. Future trends undoubtedly include more
automatic machinery. Automatic sanding
equipment is used for the annual resurfacing
of lanes. A machine dresses them daily with
a fine spray of alley dressing. Installations
have been made of coin-operated lanes and
billiard tables.
In an atmosphere of change, there is one
dependable factor not prejudiced by improve
ments, automation, services or whatever:
If the bowler scores well, the lanes are
awfully good; but when he scores bad—
they’re horrid.

o£ lines used; resurfacing as 1/12 of the
annual cost.
Automatic pinsetters may be purchased or
leased. The prevailing lease is based on 12¢
per line. For depreciation purposes, a sched
ule of about 6¢ per line—unit of production
method—can be adopted on purchased ma
chines.
For office control of bowling, tallying pin
lines is the quickest and probably the best
way to check the desk operation. Serial num
bers of the sheets are checked, and lines are
tallied from the score sheets by price catego
ries, then extended by multiplying by price.
The desk is responsible for collecting the total.
Reconciliation with the register and/or the
bank deposit can be determined by searching
for over and under-rings or errors in pricing.
Desk personnel also write sales slips for
merchandise items and bowling shoes rent.
Some operations sell candy and tobacco at the
desk; others use vending machines for these
items. Chief item of control in the use of
vending machines is the key to the cash box.
Receipts from these sources can be verified
by inventory control, and the cash rung on the
main register.
For controlling bowling only, the sheets
would not have to be run through a register,
as the over-all computation would check them
sufficiently; however, for handling diverse
items, the register is necessary.
Cash registers with an adequate number of
totaling registers should be used, and it is
essential that they be fast in operation—the
drawer opening automatically with the motor
bar, eliminating extra turn-over for single
items, for example.
The bowler records his games on a score
sheet, which is numbered serially, and he is
charged for the number of “lines” he uses.
Prices vary according to time of day or week
—adult or child. Pricing by the “desk” on the
score sheet shows the line break-down. The
total collection is registered on the sheet by
the cash register.
Lanes can also be metered, to record the
number of times a full set of pins is reset by
the automatic machines. This offers positive
control to the desk as to the number of
“frames” bowled. (There are ten to twelve
frames in a line). By recording the meter
readings on each sheet, the deskman can
determine the difference between beginning
and ending readings and charge accordingly.
Although acceptance by the general public
has been widespread, acceptance of bowling
businesses by insurance underwriters is only
beginning to change. At the beginning, if
mortgage money must be secured to help
finance the business, it is found that insurance
companies will invest in such undertakings if

Cursory Exploration

(Continued from page 6)
operator. However, the film may be sent to
a processing unit for completing this phase
of the operation.
A special mention of the aperture card and
the jacket card is probably in order since they
open up interesting avenues for many prac
tical microfilm applications. The aperture is
made in accounting machine punch-cards,
margin-punched cards or index cards, for hold
ing the microfilm records. The jacket card is
for lengthy records. There is a 5 x 8 jacket
card that will hold 120 pages size 8½ x 11;
(Continued to page 12)
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It is in the area of member sponsored ar
rangements that questions arise which the
Procedure does not answer and accounting
problems will be encountered by the club.
If the club bills a member directly for a social
affair, how is it to know if the member is
reimbursed? How many people constitute an
outside group? If a member is reimbursed for
any social affair by his employer, does this
constitute a “member sponsored arrangement?”
Rev. Proc. 64-19, I.R.B. 1964-15, p. 30
This Revenue Procedure deals with the
marital deduction for estate tax purposes in
connection with the satisfaction of certain
pecuniary bequests and transfers. As stated:
“The purpose of this Revenue Procedure is to
state the position of the Internal Revenue
Service relative to allowance of the marital
deduction in cases where there is some un
certainty as to the ultimate distribution to
be made in payment of a pecuniary bequest
or transfer in trust where the governing
instrument provides that the executor or
trustee may satisfy bequests in kind with
assets at their value as finally determined for
Federal estate tax purposes.”
Under this Procedure the marital deduction
will be allowed if state law or the provisions
of the governing instrument require the exec
utor or trustee to distribute to the surviving
spouse either: (1) assets having an aggregate
fair market value, on the date or dates of
distribution, not less than the amount of the
pecuniary bequest or transfer in trust as finally
determined for federal estate tax purposes,
or (2) assets fairly representative of apprecia
tion or depreciation in the value of all property
available for distribution in satisfaction of the
pecuniary bequest or transfer.
There is an “escape” provision to protect
the marital deduction provided for instru
ments executed prior to October 1, 1964 in
cases where it is not clear on the record avail
able that the discretion of the executor or
trustee would be limited to the two alterna
tives described above. The fiduciary and the
surviving spouse may supply the Internal
Revenue Service with appropriate agreements
that the assets of the estate, both cash and
other property, available for distribution will
be so distributed between the marital deduc
tion bequest or transfer in trust and the bal
ance of the estate available for distribution
in satisfaction of such pecuniary bequest or
transfer that the cash and other property dis
tributed in satisfaction of the marital deduc
tion pecuniary bequest or transfer in trust will
be fairly representative of the net appreciation
or depreciation in the value of the available
property on the date or dates of distribution.
The execution and performance of such an
agreement will not constitute a gift. The exe
cution of such an agreement leaves the danger
present that a subsequent codicil or amend

ment to the instrument will cause it to be
an instrument executed after October 1, 1964
and thus invalidate the agreement.
This Procedure makes it imperative that all
existing instruments containing a marital de
duction pecuniary bequest or transfer be re
viewed with an attorney and changed as
necessary in the circumstances to assure com
pliance and preserve the marital deduction
intended by the instrument.
Cursory Exploration
(concluded)

and these cards also come in colors. The in
sertion of the film in the aperture or jacket
card is a very simple operation, and these
cards may be read on the viewer or a repro
duction may be made. The following types of
enterprises utilize the aperture and jacket
cards:
Title Companies
Hospitals
Magazine Publishing Companies
Police Departments
Credit Reporting Companies
Research Laboratories
Governmental Departments
Divisions of Armed Services
Manufacturers
Retail and Wholesale establishments.
SUMMATION: The foregoing cursory ex
ploration of the RPM, (Retention, Preserva
tion and Microfilming), of business records
has presented justification for the five follow
ing major conclusions:
1. An enterprise cannot exist without busi
ness records. Therefore, a controlled sys
tem for handling records is desirable
and essential in order to balance the cost
of their maintenance in terms of money,
time, personnel and facilities so that the
best total job can be done.
2. Efficient servicing of the business, non
sales profits, and improved employee
morale are experienced by enterprises
installing a controlled record system.
3. RPM is of interest to accountants be
cause a controlled records system facil
itates some of their accounting functions
and provides a service to management,
stockholders, or owners, the public and
employees.
4. Microfilming has proved to be a very
valuable and economical automation sys
tem for the preservation and retention
of business records.
5. A controlled records system is important
to any enterprise, large or small. It is
simply a logical and practical system to
be used in handling the astronomical
growth of business records and in pro
viding for the security of vital and
useful records in this nuclear power age.
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